Training 3-1
Reporting Hours of Instruction

C INSTRUCTIION

ny Evers, PhD, State Superintenden

Welcome to the Wisconsin Department of Public Instruction’s training module on the
Private School Choice Programs and Completing the Hours of Instruction report. We
will refer to the Private School Choice Programs as “Choice” or “Choice program”
throughout this training. The Choice program is governed by Wis. Stat. §§ 119.23 and
118.60, as well as Wis. Admin. Codes ch. Pl 35 and 48. Provisions of this training
module are subject to statutory and rule changes.



Hours of Instruction Requirements

*  Wisconsin Private School Requirement: s.118.165(1)(c), Wis. Stats. The
program provides at least 875 hours of instruction each school year.

*  Wis. Stat. §§ 118.60(2)(a)8 and 119.23(2)(a)8: Notwithstanding s.
118.165 (1) (c) Wis. Stats., the private school annually provides at least

1,050 hours of direct pupil instruction in grades 1 to 6 and at least
1,137 hours of direct pupil instruction in grades 7 to 12.

Hours provided under this subdivision include recess and time for pupils to
transfer between classes but do not include the lunch periods.

-ﬂ_—_

Choice schools are required to provide a minimum number of hours of instruction each
school year. All private schools in Wisconsin are required to provide at least 875 hours
each year. Choice schools have additional requirements.

Choice schools must provide at least 1,050 hours of direct pupil instruction to grades 1
to 6 each year.

Choice schools must provide at least 1,137 hours to grades 7 to 12 each year.

Hours include recess and time for pupils to transfer between classes, but do not include
the lunch periods.

A school’s accrediting organization may have additional requirements, such as requiring
180 days of school.



Report Due Date

* New Schools: Due by January 10 prior to first year of

narticination
participation.

» Continuing Schools: Due annually by May 1 of the prior school

Revisions are allowed if there are unplanned changes to schedule.

If it is necessary to shorten the school term, a school must get prior

written approval from the department.

-ﬂ_—_

New schools must show the DPI, no later than January 10 of their first year, how they
will meet this requirement.

Schools that are continuing in the Choice program must submit a report to the DPI by
each May 1, showing how they will meet the requirement for the upcoming year.

We know schedules can change, so revisions to the report are allowed. If the school’s
schedule changed, submit a revised report to DPI no later than May 15t.

This is why you want to save your report in Excel format in the event it has to be revised
at the end of the school year, by May 15%.



General Spreadsheet Instructions

1) Use the Hours of Instruction Checklist to assist you in completing the report.

(Note: Checklist does not need to be sent to the DPI.)

2) Download the Excel document from the Choice School Submitted Reports

webpage.
3) Save a copy of the file on your local system.

4) See the tabs at the bottom of the report to access all required sheets:

bel Intrutions | Cove Page | EmorReport | SCHL-Grace K¢ | SCH2-PattmelkS | SCH 3-ulkimelS | SCH &-rades 1 | SCH -Grades 712

14

The Hours of Instruction report and Checklist is posted to the DPI Private School Choice
Programs web page under School Submitted Reports.

Save a copy of the Excel file on your local system with access for relevant staff. You will
want to be able to revise the report later in the year if necessary.

There are tabs at the bottom of the report that will link you to the required pages of
the report.



HOURS OF INSTRUCTION REPORT
INSTRUCTIONS FOR COMPLETION

PRIVATE SCHOOL CHOICE PROGRAMS (CHOICE)
PI-PCP-117 (Rev 11-18)

HOURS OF INSTRUCTION REPORT
INSTRUCTIONS FOR COMPLETION

PRIVATE SCHOOL CHOICE PROGRAMS (CHOICE)
PLPCP 117 (Rey 11.18)

le Sheets

* Read the “Excel Instructions” tab first Lo oot
for the instruction overview. e ot v ot pencnd 0 ot bt cn b pcd ol ot mod

information. Use the Tab key to move 1o the cells that wil accept input. When filing out the form on the
computer, only the cells highighted in ‘yellow” are to be iled out

Use of Cut & Paste
Be aware that using "cut and paste” coukd damage the spreadsheet. Do not “cut” any cells. Do not use the
space bar to delete information that you wish 1o delete from any cell The spreadsheet will read a space as

° Type Only in spaces that are Shaded if;;:;;.;sggmaehum«backsmmmuﬁomm“nyulMo»m« the school can

yellow horphyereree
. Once the report is complete, the Choice Administrator must electronically sign the cover page and emai the
report as an Excel document o privateschoolchoice@dpi wigov. The school should retain a copy of the
spreadsheet for s records. The report should NOT be sent as a pdf, faxed or maed to the department
Coninuing schools must email the report to DPI by May 1, 2019, Schools new to the choice program
must email the report by January 10, 2019,

Do not email the report to individual Choice team members of have indvidual Choice team members ccd
on reports emailed to privateschookhoice@dpi wi gov, unless specificaly requested

" Excel Instructions | Cover Page | Error Report | SCH1-Grade K4 | SCH2-Part-tmeKS | SCH 3-full-timeKS | SCH4-Grades 1-6 | SCHS-Grades 7-12

,:

Read the “Excel Instructions” tab first for the instruction overview.

The instructions direct you to complete the Cover Page first. You are only able to enter
information in the boxes that are shaded yellow.



Section|l. School Information

* Type the School Name and
School City at the top of the

Cover Page.

Excel Instructions | Cover Page | Error Report | SCH 1-Grade K4 SCH 2-Part-time K5

.

SCH 3-Full-time K5

SCH 4-Grades 1-6 | SCH 5-Grades 7-12

:

Begin by typing the name of the school and the city at the top of the cover page in

Section I.



Section Il. GRADES

* Put an “X” next to all grades at

the school, even if a grade will

not be offered to choice pupils.

* The required hours will appear

on the chart in Section I,

Summary of Requirements.

_ﬁ_—_—

Type an “X” in Section Il. Grades next to each grade offered at the school, even if a
grade will not be offered to Choice pupils.

The required hours will appear on the chart in Section Ill., Summary of Requirements.
After you have completed the entire report, your hours will transfer automatically to
Section Ill. and it will confirm that the requirement is met.



Section IV. School On Count Dates

*» Choice schools are paid based on attendance on 2 “count dates.” The count dates are

used to determine if students meet the attendance eligibility requirements.
* Click on the yellow box. A drop-down arrow will present either a “Yes” or “No” response.

* Answer “Yes” or “No” whether you plan to have a full day of instruction on the count

date.

IV. SCHOOL ON COUNT DATES

Does the school plan to have a full day of instruction on the 3rd Friday in September (September 21, 2018) AND the 2nd
Friday in January (January 11, 2019) for all the grade levels of the school? Schools are strongly encouraged to have a full
day of instruction on the count dates. The count dates are used to determine if students meet the attendance eligibility
requirements. If the school will not be in session on either count date, the school should contact the department in advance
of submitting this report

—4

Complete the answer in Section IV. School on Count Dates by clicking on the drop
down arrow in the yellow box and clicking on “Yes” or “No.”

If the school will not be in session on either count date, the school should contact the
department in advance of submitting this report.



Section V. Choice Administrator Certification

* Type the Choice Administrator’s name in the yellow box in Section

\/
V.

* The Choice Administrator’s electronic signature certifies that the
hours included do not include more than 140 hours of work based

instruction as define under s.118.56, Wis. Stats.

‘ﬂ_—_

In Section V. of the cover sheet, type the Choice Administrator’s name in the yellow
box.

If your high school has created a Work Based Program that meets the requirement of
Wisconsin Statute 118.56, no more than 140 hours of work based instruction may be
counted as Hours of Instruction to meet the choice school requirement.



Section V. Choice Administrator Certification

* Your signature certifies that you are aware that payments may be

withheld if the school year ends earlier than scheduled.
* See Wisconsin Administrative Code Pl 35.19(4) and P1 48.19(4):

...... The department may not make a May payment to a school that has
ceased instruction prior to the end of its scheduled school term unless
the school obtained prior written approval from the department to end

the school term early.”

_ﬁ_—_

Even if you have satisfied the Hours of Instruction requirement, the school may not
end the school term early unless it has received prior written approval from the DPI.
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Error Report * Ifthere areerrorson the report you will
see “ERROR” on this page.

28] |

» Correctany errors before submittingthe

reportto DPI. Click on the ? symbolin the

R|R|R|® R|w|®

left hand column if you have questions.

* Include the ERROR REPORT when you

R|R|® Rw|® R[w|®

submit your Hours of Instructionreport.

| Excel Instructions | Cover Page | Error Report | SCH 1-Grade K4 SCH 2-Part-time K5 SCH 3-Full-time K5 SCH 4-Grades 1-6 | SCH 5-Grades 7-12

e

If there are errors on the report, you will see “ERROR” on this page.

Correct any errors before submitting the report to the DPI. Click on the ? symbol in the
left hand column if you have questions.

Include the ERROR REPORT when you submit your Hours of Instruction report.
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Grade Level Tab Completion

*Next, complete the schedules for each grade category offered by
the school:
*SCH 1- Grade K4
* SCH 2- Part-Time K5
* SCH 3-Full-Time K5
*SCH 4-Grades 1-6
* SCH 5-Grades 7-12

IExceIInstructions Cover Page | Error Report | SCH 1-Grade K4 | SCH 2-Part-time K5 | SCH 3-Full-time K5 | SCH4-Grades 1-6 | SCH 5-Grades 7-12
—4

Next, complete the schedules for each grade category offered by the school.

Each grade category that was marked on the cover sheet must have a schedule
completed.

Again, you will type in the spaces that are shaded yellow only.

12



Grade Level Tab Completion (cont.)
Step 1 - First and Last School Days

*Inthe yellow

STEP 1.FIRST AND LAST SCHOOL DAYS

Insert the day that school will begin and the day that school will end for the 4 year-old kindergarten program below. State law requires that the school

have at least a two month summer break. The dates listed below should not include dates for summer school boxes t e i n t h e
» LYP

Ln School Day Date
2018-19 School Year First School Day
2018-19 School Year Last School Day

~

first school day

and lact ecchnnl
CATINA TGV U I 1vwvwv

day.

| Excel Instructions | Cover Page | Error Report | SCH 1-Grade K4 SCH 2-Part-time K5 SCH 3-Full-time K5 | SCH 4-Grades 1-6 | SCH 5-Grades 7-12

In the yellow boxes, type in the first and last date of school.




Grade Level Tab Completion (cont.)
Step 2-Weekly Schedule

* Insert the number of hours and minutes of instructionfor each day of the week for these
grades. Hours include recess and time for pupils to transfer between classes but do not

include lunch periods.

10 |

STEP 2-WEEKLY SCHEDULE

11

Insert the number of hours and minutes of instruction for each day of the week for the 4 year-old kindergarten program. Hours include recess and time for

pupils to transfer between classes but do not include lunch periods

12

Ln Day of Week

Hours

Minutes

13

3 [Sunday

14

Monday

15

Tuesday

16

Wednesday

17

Thursday

18

Friday

w0 ||~ | ;&

9

Saturday

20

10 |Total Weekly Hours

“

Next, in Step 2, type in the number of hours and minutes of instruction for each day of
the week for these grades.

Type only in the yellow spaces.

Hours include recess and time for pupils to transfer between classes, but do not include
lunch periods.

14



Grade Level Tab Completion (cont.)
Step 3 - Typical Days Off

The following are typical days that school is not in session. Indicate "Yes" if there will be
vacation or holiday for those day(s). Insert "No" if school will not be in session or if
school will not have started or will have already ended. The number of days off are
automatically included for Labor Day, Martin Luther King Jr Day, and Memorial Day if the
schooi identifies it is off for those days. For any remaining vacation/hoiidays that the
school will have off, complete the full days off and partial days off columns with the
number of full or partial days the school will have off and the total number of hours and

minutes it will have off.

STEF S-TVIRCAL BAVE OFF

5w Bl duys Tut school s not It session ndicete “Yes" § there will be vecation or Solcy for Tione dey(x) et “Ne” § school will sot e i session o #
ot Save whartnd or wil hes siready ended The surber of deys of e stcormScely cluded o Lator Ouy. Martn Lather ¥ng & Dy, st Mamcrid Ouy #

Idmrife & off for Srows deys. For wey o ok Sekow Tt e wcmos wil faee o comiets e Al deys o @ pertel deyw o CauTET
- e e of Sl o perte Seye B school el eve OF end he totel nurter of Soure end rarLtes 1t wil Seve ¥

Ful Durys O Partis Days OW

VAR the | Duteis) School Wl Not Se resme of Numtser of [

Schoo Session or Wl Heve o Partial Full Days | Tots Mours. T oted Partal Tots Hours Tous
n Vecatontolday T yee Mave O | Dy o ow Minutes O] Days ON on Mrutes O
11 Jiaer oy Yos 57730 | G 33
12 | Tharsmgv g Sress Yo 11383030 - 1173773530 p. 13 b [ %‘[
T3 [t e Yo TII373030 - 010373020 10| [ 300 1
14 [Martn Lusther King &+ Duy Yeos TIPIT 1 3 1
15 | Sorng Brew Tes U T2021 - OFoT 2L | = 1] 3] 15]
15 | Merrcre Cuy Yeos 3121 1 f?]
17 | Tawcher Corfersnces Yos 1073373020 - 10733/3030 P! 1 | T o[ d
TF Vot Vi OF = Siep 3 = Tas] =N 1 31 £}

In Step 3-Typical Days Off we have listed typical days that some schools are not in
session.

For each line indicate “YES” if there will be a vacation or holiday for those days.

Type a response in the yellow blanks. First of all, Will the School Have Off? Use the drop
down arrow to indicate “Yes” or “No.” If the response is “Yes” make sure the next
section is completed with the exact number of full and partial days the school will not
be in session for that particular break. Then list the total number of hours and minutes
that you will not be in session for each holiday.

15



Grade Level Tab Completion (cont.)
Step4 - Partial/Early Release Days

Include any early release days or partial days in Step 4 that are not already included in Step 2 or 3. If the school has an
early release every week, the early release should be included in Step 2 rather than in this Step. For example, if the
school has 8 hours of instruction Monday through Thursday and 4 hours of instruction on Friday, 4 hours should be

inserted on Line 8 and each Friday should not be identified as an early release day in this Step.

If needed, you may list several dates on a single line.

STEF APARTIALEANLY RELEASE DAYS

Include ety ety ‘Eeese Seys of Swrte deys Selow Tt ere fof sreedy noluded = Stes 2 or 2 I the school hes en ety relesse svery week, he sarly releese shoukd be
nouded N Step 2 rdher e N B Step For acenple £ Hhe schoo e 8 hours of metructon Mandey Brougt Thursdey e 4 Sours of metructon on Frdey 4 hours
shoukd be rmetec o Line & end ssch Fodey shoukd not be iSentSec ex en se'y recese S n Be Slep

19 Wl Be school heve swrly relsese deys Nt eresdy Noorporsted I Be weekdy schedule n Sep o pertel Geys not identited n Step 37 Yeu

Date(s) Schoot WIll Heve & ParSel or Earty Release Day Do mof pciude ey retesse | Mumber of | Totd Hours Tots

n Earty MutcssaPartisl Days | et i i the stenderd schedue i Step 2 or days off erted i Sep 3 Oy on Minutes O
20 | Ewrly Anlemaete Dy 09232020, 11052020, 021182020 3 9 45

In Step 4, list any partial days that are not already listed in Step 3.

You may list several dates on a single line if necessary. Do not include the dates school
will not be in session before the beginning date or after the end date, even if the first
week or last week of school is not a full week.

16



Grade Level Tab Completion (cont.)
Step 5- OtherFull Days Off

For Step 5, list any additional full days off, between the beginning and ending of school dates,

that are not already listed in Step 3.

STEF S OTHER FULL DAYS OFF

List vy vecston deys Detwees e Segrring end ercing dete o Lines 1 erdd 2 Sat we not sresdy n Siep 2 For ssch e ndoste Be hours erdd minctes et the

school dey wil be reduced DO NOT iInclude B dates school will not be In before the date of afler the end date, even If The Aral week or last
week of school 1s not & Rl week. The hours for these dates are In the
Numbser of | Totedl Hours Tots

Ln Detels) School WAIE Not Se n Not ¥ n Sty 3 Days O on Minutes O
21 1021 52021 1 Q 45
22 |05272021, 05282001 1 . 13 30
2] 1

2% | Totsl Thre OF in Step & B 19 )

17

In Step 5, list any full vacation days between the beginning and ending date on Lines 1
and 2 that are not already in Step 3. For each line, indicate the hours and minutes that
the school day(s) will be reduced. DO NOT include the dates school will not be in
session before the beginning date or after the end date, even if the first week or last
week of school is not a full week. The hours for these dates are automatically included
in the calculation.

17



Grade Level Tab Completion (cont.)
Step 6 - Instructional Hours

STEP 6 will summarize the hours of instruction provided and the number of
hours required.

STEP 6-INSTRUCTIONAL HOURS
27 [Number of Instruction Hours This is the number of hours calculated based on the information above
28 |Required Instructional Hours This is the minimum number of hours the school must have.

29 [Recommended Instructional Hours The DPI recommends having at least 32 extra hours for unplanned days off
30 |Do the hours meet the requirement? IYes

At the bottom of the page, STEP 6 will summarize the hours of instruction provided
and the number of hours required.

We recommend that schools add extra hours to their total hours to account for
unplanned days off, such as snow days.

The bottom line will indicate whether the requirement is met or not.

18



Grade Level Tab Completion (cont.)
Step 5 - Instructional Hours

Ensure message at bottom of page says:

“Do the hours meet the requirement? Yes”

STEP 6-INSTRUCTIONAL HOURS
27 |Number of Instruction Hours This is the number of hours calculated based on the information above 1,164.50
28 |Required Instructional Hours This is the minimum number of hours the school must have. 1,050.00
29 |Recommended Instructional Hours The DPI recommends having at least 32 extra hours for unplanned days off 1,082.00
30 |Do the hours meet the requirement? IYes

The spreadsheet will calculate whether your school will meet the required hours or not.

Complete the sheet for each grade offered by the school.

Make sure each page has a “Yes” at the bottom of the page.

19



Report Submission

* After all pages have been completed and show no error messages,

<
*
-
o
3
-t
-
®
@)
-
o
(®)
®

emailed to privateschoolchoice@dpi.wi.go

Administrator

additional information.

_ﬁ_—_

Save this report on your computer for future revisions.

After all pages of the report are completed, the Choice Administrator must
electronically sign and email the excel report to privateschoolchoice@dpi.wi.gov.

20



How to Report Changes

« Submit a revised report to the DPI by May 15t of the current school year

with any changes.

* A School is required to receive prior written approval from DPI prior to

shortening the school term.

* Choice Administrators must send the Hours of Instruction report updates
from their email to Private School Choice at:

privateschoolchoice@dpi.wi.gov.

‘ﬂ_——_

It is possible that your school calendar will change, for instance if there are snow days.

Report any changes to DPI by sending in a signed, revised report by May 15t of the
school year. Provide the report by email.

If no changes were made, it is not necessary to file a revised report by May 15,

If it is necessary to shorten the school term, schools must get prior written approval
from the department. Request this approval when submitting a revised Hours of
Instruction report by May 15th,

21



Questions

Website: http://dpi.wi.gov/sms/choice-programs A

Email: privateschooichoice@dpi.wi.gov )
Phone: 1-888-245-2732 ext. 3 /
]

D)

If you have any questions about the information discussed in this training, please see the
Private School Choice Programs homepage. The left menu bar of the Private School
Choice Programs homepage has resources for both schools and parents.

Choice schools may also contact the Choice team at privateschoolchoice@dpi.wi.gov,
or call the toll-free number at 1-888-245-2732, extension 3 with questions.

—4
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